City of Fresno 150041

DIRECTOR OF ADMINISTRATIVE SERVICES

Class Definition

Under generd direction, plans, organizes and directs the activities of the Department of Administrative Services.

Distinguishing Characteristics

The Director of Adminigtrative Services directs the activities of the Department of Adminigtrative Services. The
incumbent exercises condderablejudgement and discretion in the adminigtration of department divisionsand their
operations. The Director of Adminisirative Servicesis responsible for the development and implementation of
policiesand proceduresre aing to the operation and mai ntenance of adminitrative programs, long-rangeplanning,
and fisca management of the department. Thisisan unclassfied position inwhich theincumbent servesat thewill
of the Assigtant City Manager.

Typical Tasks

(Thislig is neither indusive nor exclusve. Consequently, thisinformation may not reflect Essentia Functionsfor
thisclass)

Plans, directs and reviews department functions, including finance, human resources, labor reations, risk
management, fleet and facilities management, and information services.

Develops and directs the implementation of department goals, objectives, policies and procedures.
Prepares, reviews, andyzes and administers the department’ s annual operating budget.

Represents the City Manager before citizens and eected officias on financid and adminidrative matters of the
City Coundil.

Actsasatechnicad advisor to the City Manager, Assstant City Manager and City Council on department related
meatters.

Reviewsplans, policy recommendations, budget estimates and proposed ordinances submitted by division heads.
Sdlects, supervises, coordinates, and reviews and eval uates the work of, subordinate managers.

Confers with the City Manager and /or Assistant City Manager regarding current and anticipated City and
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department needs; prioritization of those needs, and feasibility of aternative agpproaches to meeting them.
Coordinates activities with other departments, divisions sections and outside agencies.
Attends City Council, committee and board mesetings.

Performs other duties as assigned.

Knowledge, Abilities and Skills

Knowledge of principles of organization, administration, budget, and personnel management.
Knowledge of adminidrative organization and management of locad government organizations.
Knowledge of merit system administration and departmenta operating requirements.

Ability to coordinate activities with other City departments to determine changing human resource needs and to
explain or interpret rules, procedures and policies.

Ability to plan, organize and direct the work of subordinate Saff.
Ability to establish and maintain effective working reationships with City officids, subordinates and the public.

Ability to prepare clear, concise and comprehensive reports and other written materias.

Minimum Qualifications

Graduation from an accredited college or universty with aBacheor’ sdegreein Busness Adminigration, Public
Adminigration or related field, and five years of progressvely responsble adminigrative experiencein municipa
government including sgnificant experience in adminigration.
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